OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE | GFFICE OF THE SECRETARY OF STATE
RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. 'Forward signed original to
Department of Archives and History, Records Management Division, 33) Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. :

-

FOR AGENCY USE 1. Agency Address . FOR RECORDS MANAGEMENT USE
Application Date Department of Education Application Number
Office of Instructiomnal Services 8 z - l CD

Division of Special Programs

lication Number , i Date Received Date Completed
App Program for Exceptional Children me

Evaluation and Assessment Unit JAN 19 1982 l TAN —‘_2 71982

2. Person to Contact Working Title Telephone Number
Larry M. Callaway Coordinator 656-6319

3. Action Requesied
¥4 Establish Retention Schedule; record will continue to accumulate.
b. {O Dispose of present accumulation; no further accumulation anticipated.

c. [ Amend Application No. Check One: [J Change; [ Supercede; O Void

4. Dates of Series 6. Records Series Title ffollowed by title used in office; if different)
Earliest - Latest

FY 1978 | present Evaluation and Assessment Unit General Administrative Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Evaluation and Assessment Unit is responsible for planning and implementing a state-
wide evaluation of public agencies' programs for exceptional children. The Unit conducts
on-site visits in order to verify that state and local agencies' special education pro-
grams are in compliance with state and/or federal law, rules and regulations; identify
areas in which technical assistance is needed in order to help define solutions to prob-
lems that interfere with special education program effectiveness; and to identify and
disseminate data that can be used for local, regional and statewide planning for Georgia's
exceptinnal students. The Unit also prepares individual evaluation reports of an agency's
special education program, and compiles data from LEA and State School and Institution
reports into annual summary reports.

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
Attach samples of the file.

Documentsrelatingto: gupervising the Evaluation and Assessment Unit.

Included are: correspondence, mempranda and other documents relating to workshops, aides at
schools, allotments, projects, etec.; copies of cooperative agreements with
other agencies (Department of Human Resources, Offender Rehabilitation, etc.);
budget material; copies of other states' program guidelines; goals and objec-
tives; publications; news clippings; and other documents related to, but not
appropriate for inclusion in school system files. Also included are reference
copies of personnel records, leave records, .travel expense staterments, purchase
orders, requisitions, organizational charts, telephone longs, mand other docu-
ments relating to the day-to-day administration of the Unit.

File is arranged: chronologically by fiscal year; thereunder by subject in modlfled Dewey

Decimal sequence. . R
8. Monthly Reference Rate How often are records referred to which are: .
_Onetosixmonthsold ____; Seven to twelve monthsold < ; Thirteen to twenty-four monthsold _________;
'tweri't;(-five monthsandalder 7
8. Annual Rate of Accumulation of Records _ _
Lettersizedrawers __ ;legalsizedrawers _— ;Shelves ____ _____; Other (specify)
- - - T T e ~.

I, - e . - =
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YES _N'O 10. Questionnaire  (Place an ;‘X" in'the proper column} - ™

a. Is this the official copy of the series?
If not, where is it?

X b. Does the series contain confidential information requiring security handling? If yes, ci,ie law or regulation.
1 .

X | c. ls this a vital record?
X d. Does this series have historica! or long term research value'?
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
NfA documerits be scheduled separately? :
X | f. lsthe information contained in this series ever published? If yes, attach copy, ,
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?

X If yes, attach copy,
h, Is there a duplication of this series in your offlce or in another office or at ncy?
X If ves. where7 personnel records in Personnel Office; fiscal records in Fiscal Divisior|.
A R
i. 15 this ] e 4
X1 Dc&s_trmgmjeﬂes_tesuh_im_mmm nrintout?
11. Retention Requirements The following requires the series to be kept:
a. State Law years. - d. Audit period years,
b. Statute of limitation years. e. Administrative need : years.
c. Federal law 5 years. {. Federal retention instructions 5 years.

Attach copy or excert of laws or regulations. Explain administrative need.

o EEOC (3 years), P.L.94-142 (5 years)

1

12. Approved Disposition Instructions ~ This agency recommends that the file series be cut off at the end of each:

0O Ca!endar Year Iﬂ F.scar Year; O Other - - then,
X Holdin the current files area — __month{s) 1 _ - _ vear(s); then o - -
O Transfer to local holding area; hold ____vyear(s); then : - :
XX Tranisfer to State Reoords Center hold ___ll___yearts), then

XX Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

P Date .| Records Management Officer  {Signature) Date

¢ //74' Walhei X Bocorgardva, | I-19- 22,
/ Z/.\ State Records Commitiee {{ ignature} Date

Recommendations in para- - }
graph 12 are approved. State Auditor/Designee . _ /-)(-' F (R

(If disapproved, attach letter ) S
of explanation.) Secr%tatemesignee @W M [ 25-S

Attorney General/Designee /—g{_ %
AR-B0_71; Rev, 76 _ TRe e Side



